
Monday, April 15, 2013

Client Review Prep Meeting

The review process can be triggered by the items in the box below.

(If you want a review and the requirements have not been meet see your POC)

yes

No

Date last updated

The project lead or their designated technology purchase/

technology transfer/RFP project lead (TPL/TPL/RPL) sets up a 

meeting with the BIT Tech Purchase RFP Review Committee.  

At least 5 days before the meeting the POC emails the review 

committee the Client Planning Questions along with the RFP or 

contract or any other relevant documents make the Entry Point 

an optional meeting attendee

It is assumed the TPL/TTL/RPL 

is the BIT POC unless other 

arrangements are made

The representatives of the client, 

project team, and BIT Tech Purchase 

Review Committee meet

Goals of the RFP Review Prep Meeting

· To establish a relationship between the client 

and BIT

· To help the client understand BIT’s role and 

responsibilities in the process

· To discuss and understand all of the issues 

that can impact a project

· To establish a common understanding of the 

client’s goals

After the meeting the meeting notes is sent to all 

invitees for comments

The finished notes will also be sent to the entry 

point to be put in the archives

The RFP is 

complete as far as 

the client is 

concerned
Or

You have the 

Vendor/technology 

selected

The project team 

makes changes to 

the RFP

The RFP follows 

the process for a 

resubmitted RFP

This process is 

complete

Does the RFP need 

to be resubmitted

The POC 

processes the 

meeting notes
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